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Exams 
 
Creating a New Exam -  
 

• Log on to ATS 
• From the Main Menu, click on Exams. 

 
 

 
• After clicking on Exams, the following screen will appear.  Click on the Add New Exam button.   

 

 
 

• Below is the screen that appears when you click on the Add New Exam button.  The Title, 
Type, and Category are required fields and must be filled in for all three areas before you can 
proceed.  (Note: All areas with a red asterisk beside them are required fields.) 
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• Title:  Titles of exams should match the official classification title if possible. If an exam has 
already been developed for a classification and the title has already been used, you will need 
to change the title by adding a word, date, character, agency, etc. to it (example: an exam for 
ATS Training Manual - Example of New Exam has already been developed however, because 
one of the minimum qualifications has changed, you need to develop a new exam.  You could 
make the title of the new exam ATS Training Manual - Example of New Exam (11/07).  Adding 
the (11/07) to the title will distinguish the new one from the old one in the data base.  

 

 
 

• Exam Type:  Click on the drop down button and click on the exam type that your new exam 
will be.  For this example, I have chosen the exam type TRAEX.  Click on your choice and it 
will appear in the blank box labeled Type. 
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• Exam Category:  Click on the dropdown button and choose a category. The categories are by 
class code.  (Example:  Category 00000 would mean that the classification you are developing 
a new exam for has a class code that starts with the numbers 00. The class code we are using 
for our example of ATS Training Manual - Example of New Exam (11/07) is 00001 so you 
would choose the category 00000.) 

 

 
 

• Short Description:  When searching the data base for your exam, if there is more than one 
exam that has been developed for the classification, your short description will help you 
correctly identify yours without having to read through any other exams that have been 
developed for that same classification. 

 

 
 

• Instructions:  This information is used to describe to the applicant what to expect on an 
examination.  Below is an example of what the instructions for a TRAEX (rating of education 
and training) exam might look like.  You can create new instructions for your exam by just 
typing them into the instruction box or, if you know of an existing exam that is similar, you can 
search for that exam in the data bank, copy the instructions, paste them into your new exam, 
and then make any changes you need to make.  This section is typically not filled out until you 
have developed your entire exam and know how many and what types of questions are on the 
exam.   
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• Class No:  The Class No. is the class code for the classification you are developing the new 
exam for.  In this example, we are using class code 00001 for the classification of ATS 
Training Manual - Example of New Exam.  (Note:  This example is not a real class code 
number). 

 

 
 

• Scores valid for:  This determines the expiration date of the applicant’s score after they have 
taken this exam.  The system defaults to 180 days if you do not enter anything in this box.  If 
you want to make the scores valid for a longer or shorter period of time, type the number of 
days you want in the box and click on the update button.  This specific exam will then default to 
the new number of days that you have entered.  

 
Defaults to:   
Changed to:   
 

• Min. Passing Score:  This is the minimum score an applicant must achieve in order to pass 
the exam.  This score is automatically calculated and filled in for you after you have added all 
of your questions, attached a weight to each question that will count towards the passing point, 
and entered a minimum score for each question when appropriate. This information is 
contained on the Edit Plan page and will be covered later in this manual.  (Note:  When you 
are copying an exam, the old Min. Passing Score will copy into the new exam.  After you have 
calculated your new passing point, it will automatically change this score for you.) 

 
 

 
• Eligible to retest in:  This box should be left blank (the system defaults to 0).  It was created 

for an exam type that is no longer in existence. 
 

 
 

• Scheduled Exam & Impact Exam:  These two boxes should be left blank.  They were created 
for an exam type that is no longer in existence. 
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• After filling in all of the above information, click on the Add button at the bottom of the screen.  
This will add your exam to the data base.   

 
 

 
• After adding the exam to the data base, notice that an Update and Delete button now appear 

at the bottom of the page instead of an Add button.  Every time you make a change to this 
page, you will need to click on the Update Button to save your changes.  If you have not 
attached your exam to an announcement, you can click on the Delete button and it will delete 
your exam from the data base. If your exam has been used, the system will not let you delete 
it. 

 

 
 

• After you have added your exam to the data base, click on the Select button.  (You must select 
the exam before you can add questions to it.) 

 

 
 

• When you click on the Select button, a screen will open that is called the Edit Plan screen (see 
screen below).  Once you have selected the exam and the Edit Plan screen appears, click on 
the Close Window button.  Each time you add a question to your exam, this screen will pop up 
to show you your progress.   
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Edit Plan 
 

 
• On the Edit Plan screen, there is a button for Calculate Minimum Score.  The minimum score 

is the passing score that applicants have to achieve to pass your exam.  The minimum score is 
not calculated automatically until after you have added all of your questions to the exam.  
(Passing points will be covered later in this section.) 

 
 

• After adding and then selecting your exam and closing the Edit Plan page, the name of your 
exam will appear next to the words Selected Exam at the top of the page. (Clicking on the 
exam title takes you back into the instruction page (the information that you just added to the 
data base). In order to click on the exam title, you must click on the Questions button first 
which enables the Selected Exam link.)  

 

 
 
Adding an Existing or Revised Question to your New Exam 
 

• The next step in creating a new exam is to start adding questions.  You can create a brand 
new question, search for an existing question to add to your exam, or copy an existing 
question and revise it. To start, click on the Questions button at the top of the page. From here, 
you can do all three. 
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• After clicking on Questions, the following screen will appear. 

 

 
 
Checking for Existing Questions:  Before you create and add a new question to the data base, you 
will need to check to see if there is an existing question that might work for you.   
 
To do this: 

 
• Click on the drop down button under Category as shown below.   
• Click on the All Questions (search only) category.   
• Type a word or phrase such as Human Resources into the search box.  
• Click on the Search button.  (This will display all of the questions in the data base that have 

the words Human Resources in them.) 
 

  
 

• After you click on the Search Button, a screen will pop up that contains all of the questions in 
the data base that have the word or phrase that you have typed into the search box (see 
example #1 below).  This screen gives you information on the type of question it is, the 
category it is under in the data base, the number of answers for that question, the number of 
times the question has been used on an exam, and an Add to Exam button.  
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Example #1 

 
 

• If you place your cursor over a question on this list, most of that question is displayed so you 
can read it without having to open it (see example #2).   

 
Example #2  

 
 

• Once you have found an existing question that will work for you, you can either click on the 
Add to Exam button located on the right hand side of the screen; 

 

 
 

• OR, you can open the question by clicking on it and then click on the Add to Exam button at 
the bottom of the screen as shown below.  Either way, this will add the question you have 
selected to your exam and open the Edit Plan page. 
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• When you add your question to the exam the Edit Plan page will appear.  On the Edit Plan 
page, you will see: 

 
• The question you added to your exam appears as question #1.   
• A place for you to add the weight for this specific question.   
• A place for you to add the minimum score for this specific question.  
•  A Delete button on the right hand side of the screen (this allows you to remove the question 

from the exam you are working on but does not delete it from the data base). 
 

• You can also see the Calculate Minimum Score button and the Min Score box on the Edit 
Plan page.  These two boxes will be filled in after you have finished adding questions to your 
exam. 
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Revising an Existing Question 
 
To revise an existing question, you will need to search the data base to see if there is an existing 
question that might be close to what you are looking for.  To do this: 

 
• Click on the drop down button under Category as shown below.   
• Click on the All Questions (search only) category.   
• Type a word or phrase from the question you are looking for into the search box. (Example:  

Human Resources) 
• Click on the Search button.  (This will display all of the questions in the data base that have 

the words Human Resources in them.) 
 

  
 

• After you click on the Search Button, a screen will pop up that contains all of the questions in 
the data base that have the word or phrase that you have typed into the search box (see 
example #1 below).  This screen gives you information on the type of question it is, the 
category it is under in the data base, the number of answers for that question, the number of 
times the question has been used on an exam, and an Add to Exam button.  

 
Example #1 
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• If you place your cursor over a question on this list, most of that question is displayed so you 
can read it without having to open it (see example #2).   

 
Example #2  

 
 

• If you determine that there is not already a question in the data base that is appropriate for 
your exam, however, you have found one that is very close and you can use it if you change a 
few words, etc. you can copy the old question and make it into a question that will work for 
you.   

 
To Copy and Revise a Question: 
 

• Click on the Questions button at the top of the screen. 
 

 
 

• Click on the drop down button under Category as shown below.   
• Click on the All Questions (search only) category.   
• Type a word or phrase such as Human Resources into the search box.  
• Click on the Search button.  (This will display all of the questions in the data base that have 

the words Human Resources in them.) 
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• When you find the question that you want to copy, click on the question to open it.   
 

 
 

• The following screen will open.  Notice there are two big red warning statements indicating that 
you need to copy this question if you want to make changes to it.  (PLEASE REMEMBER TO 
DO THIS).   

 
 

• Click on the Copy button at the bottom of this screen. 
 
 



4/ 2008 

 13
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• After you have copied the question but before you make any changes to it, click on the Add to 
Exam button.  This will bring up the Update Plan screen again to show you that the question 
has been added.  Close this screen and then you can make any changes to the question that 
you feel are appropriate without affecting other exams that the original question has been 
attached to.   

 
• If the change you want to make is in the question, click in the question box, make your 

changes, and then click on the update button.   If the change you want to make is in the help 
section, click in that box, make your changes, and then click on the update button, etc.  
Remember to click on the Update button each time you make a change.  This will ensure that 
all of your changes are saved. 

 
• Also, since this is a copied question, the Help Statement and the Grading Criteria were 

developed for the original question.  Remember to check both areas and make any changes 
that need to be made in order to match the revised question that you have developed. 
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Creating a New Question 
 

• After searching the data base and determining that there is not an existing question that 
matches your requirements, you can create a new question for your exam.   

 
To do this:  
 
• Click on the Questions button at the top of the page. 
• Click on the Add New Question button. 

 

 
• Clicking on the Add New Question button brings up the following screen. (This screen is blank 

when it appears.) 
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• To create your new question, fill in the following 

 
 

• When you are finished creating your question, click on the Add button at the bottom of the 
screen.  This will add your question to the data base but not to your exam.   

 

 
 

• When you click on the Add button, the following screen appears: 
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• To add your question to the exam, click on the Add to Exam Button.  This will bring up the Edit 

Plan screen which shows that your question has been added to your exam.  After adding your 
question, close the Edit Plan screen.  Your question will still be on the screen so you can now 
make updates and/or complete the question.  In the Answer Box located at the bottom of the 
screen, leave the word Answer inside the box and delete the -1.  In the Weight box a 0 will 
show up.  Change this 0 to 100.  This indicates that 100% of the score for this specific question 
is based on this one answer. 

 
• After completing your question, at the bottom of the page, you will be able to see the Web 

View of your question (see example below).  This is what the applicant will see when the exam 
is attached to an announcement and published. 

 

 
 
General Information on Passing Points 
 
Exam questions are created using minimum qualifications from a classification.  The Subject Matter 
Experts (SME’s) who helped determine those minimum qualifications would ideally be the ones you 
would confer with to develop your exam and they also have input into the weights of each question.  
Minimum Qualifications are created by determining which domains of a job are the most critical to 
getting the job done. 
 
A major consideration in determining the weight of a question is the importance of that minimum in 
performing the duties of the job compared to all of the other minimums.  You would have your SME 
compare the importance of each minimum qualification; weigh one against the other to determine 
which is most important. 
 
The most important area needed to perform the duties of the job would get the highest weight.   
 
The weights would typically add up to 100%.  As you fill in the Points & Weights boxes, the system 
will automatically change the percentages. 
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